OPTIONAL FORM NO. 10 

miEpr Relapse 2001/03/02 : CIA-RDP74-00006R000200080069-0 

UNITED STATES GOVERNMENT^^^W^WJBBilBBWBMIW 


Memorandum 


ya ftKMbgNhls tMtHn- JKOk OrTIO&A** SOU* iu 


to : Typ s *ts® Ada* sauce ; s flils dere 
la initial Caps 

from : Tjrp.j w« wi^isr'f Title Bare 
la Initial Gape 


date: ygg siiiitarar 2&te 

Style 

(Ctelt tbs date wbenerer ttes 
dictator is sot tbs stgss* « } 


subject: x^pe she Subject Title Bene 

in Initial Gape 

4 spaces 


1. On the Optional form ID the aargln is set two spaces to the right 
of the colons In the heading; the left aargln set at approxiaately 12 and 
the right oargln at 84* Buber the paragraphs if there Is more than o ne 
and indent five spaces for each paragraph. When the text consists of fever 
than eight lines, use double spacing, hut never doubl e space idwn the nano 
has two or wore paragraphs. Succeeding pages are typed on plain tend paper. 


2, Carbon copies ere prepared as follows: 

White Letters * fellow Letterax 

Courtesy Copy Official Copy 

Information Copy 
Signor’s Copy 

A chronological file copy, if kept hy your office, la filed by date. 

3. The distribution of the original and the carbon copies and also 
fchc identifying line nay be typed on the Optional Ibw 10 Itself, ibis 
iaforoation is ALKAIS typed on the signer’s copy and the official copy. 


5 spaces 

Signer’s Bane at 50 
{Initial caps optional) 


Att: 

lype a brief description of the 
attactoent on original and copies. 


Distribution: v 

Grig, - Addressee (with att; 

1 - Signer’s copy (with att) 

1 - Official copy (with att) 

OWG/TSHV/m/SSCf!: Dictator: typist/extension (date of dictation) 
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Buy U.S. Savings Bonds Ptgulatly on the Pay toll Savings Plan 


5010-100 
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(nimriwiimiri. nunrim »■ M 

raOMJM I 

Before typing, adjust the margins on your typewriter as needed. 

70: Chief, Placement Division 

Office of Personnel 

FROM: Chief, Recruitment Division 

Office of Personnel 

SUBJECT: Interagency Correspondence Standards 


1. This Agency is contributing suggestions for the development 
of Interagency cor r e s po n dence standards in cooperation vith the 
General Services Administration. 

2. She attached liet ■marixee the correspondence procedures 
used end the problems encountered in the Recruitment Division. 


DICTATOR: 


SICKER: 


FOIAb3b 

FOIAb3b 


Chief, Clerical Staffing Branch, 
FfecruitiBen^Divlsion, Office of Rsraonnel, ext. 252b. 

WKKKKKKKk tells you to prepare the official copy 
and a courtesy copy. She tells you that you may ahem 
the distribution and the identifying line on both. 


FOIAb3b 


typed in initial caps. 


| prefers his name to be 


CLASSmCATZCB: 


CCBFTDBHTIAL 


Which ones of the following carbon copies are needed for this problem f 

Send to addressee ; use white Letterex. 

Send to Interested CIA official; use white Letterex. 
Prepare when dictator is not signer; use white 
Letterex. , 

Prepare for Subject-Rumerle file; use yellow 
letterex. 


DISTrSuScST Under the Distribution, tEe typist records the nunber of copies 
made and accounts for the dissemination of all the typed material. 

TWOmraW USE: The identifying line ALWAYS refers to the dictator: It shows 
the echelon et which he works, his name, his typist's initials, his extension, 
and the date he dictated the material. 


COURSES* COPY: 
DffOfMATIOH COPY: 
SIOBER'S COPT: 

OFFICIAL COPT: 
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* 

(Cteit the date whenever the { 
jie^*tajr is not tba slgnerj) 

# 

Hat* of Signing^ 

# 

MBtORMDXM IOR; Type tba Add ressee's Tit la Bara 

la Initial Caps 


j 

•B spaces 

% 

f 

ii 


CUBJBCTh 


4 spaces 


Type the Subject Title Bara 
in Initial Capa 


left and 
Bight Margins 
at Least one 
Inch 


1. Plain bond la required for aanorandum* addressed to 
the seven top officials end for Multiple addressee msno ranfl uBS . 
When preparing swore nrt aw going to the seven top officials, 

« Iveys neke a courtesy copy. Generally, a courtesy copy is 
typed for ell corresp onde n ce on plain band stationery,, 

2. An AKBRKM line or a THHMW line Is used in the heed- 
l ag If y our dictator tells you to use either of then, the 
ATOmCI addre ssee d oes not gst a carbon copy of the correspon- 
dence, but the TmnUflB addressee does get a copy. Shis copy is 
prepa red on vhlte Letterex, When used, the void ATZBHTIOB or 
H B WM fl B appears In ALL CAP8, even with the left aargln, and two 
spaces below MMQRAIDW JOB, 


3 ° Ask If the title of the recipient of an Information 
copy may be typed on the original. 

4. The Distribution and the Identifying Line shall not 
appear on those copies addressed to the seven top officials 
or to information addressees. 


5 spaces 


(50) Signer's Bane In Initial Caps 
Signer's Title Centered In Initial Caps 

ec: Title of Information Addressee 
typed here 




IBIO LIWU I*- • 


UM UHLi 
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PROBLEM m 


Before typing, adjust the margins cm your typewriter aa needed. 

MQCRAHDUH fobs Dsputy Director for Support 

SUBJECT* Extension of Military Officers' Somal 

Tour of Duty 


1. The Central Intelligence Agency has entered into an 
agreement with the Assistant Secretary of Defense to the 
effect that threa years will he considered a normal tour of 
duty for military personnel assigned to this Agency. A copy 
at the agreement is enclosed. 

2. Exceptions involving extension of duty tours beyond 
thre e years will ha forwarded to the Director of Personnel 
through the Mobilisation and Military Personnel Division. 

FOIAb3b 


DICTATORS 


FOIAb3b 


SIDIERs 

CLASSmCASKMIt 



Chief, Placement Division, 
aounel, ext. 6693 

| tells you to send an information copy to 
the Director of Security! you nay show this copy on 
the original. In addition, you are to prepare the 
official and the chrono l o gic a l file copies. Use 
green Letterex for the chron olo gic a l copy. 

Barnett D. Echols, Director of Personnel 


Which of the following carbon copies are needed for this problem? 

C O O R g a r OQPT* Send to addressee! nee white letterex. 

XKFORMATIOR COPT* Send to interested CIA official! use 
fihlte LvtttrcXd 

SIDKER'S COST! Prepare when dictator is not signer; 
use white letterex. 

O FFI CI AL COPT* Prepare for Subject -kaeric file; nee 
yellow letterex. 

CBBOBDLOOZCAL COP?* 

File by date; use any color letterex. 


GAOZXOB8 Do not type the distribution and identifying line on the 
original or an the courtesy end information copies. 


Approved For ReleaselflfflKSlfyfffiSfW 
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PROBLEM I? 

Before typing, adjust the margins on your typewriter a a needed. 

MSffiRARDUM WO R; Deputy Director for Intelligence 

Sl3B3BGSt Special Asaignaent far Three Professions! 

Employees 


This is to confirm the status of the three professional 
employees who Just enter e d on duty in this office. Ark Rcw 
and Jan* Doe can be assigned Dasediately. John Brown Is now 
attending a special telephone techniques course. Be will be 
available the first of next week for assignment. 


DICTATOR: Eumtt D. Echols, Director of Personnel. Bis 

extension is 6825. 

£&>. Echols instructs you to prepare an official 
copy. 

SIBBER: Robert L. Baunernaa, Deputy Director for Support 

CLASSHTCATIOH: OOBPZDEBIZAL 


Which of the following oarbon copies are needed for this problem? 

COUKESSI COPY: Send to addressee; use white Lett exex. 

XBTOHMAX10B CQPTi Send to interested CIA. offieisl; use 
white Letterex* 

SlBBER'S COPT: Prepare vben dictator la not fiigrar; 

urn white Letter*ac» 

OFFICIAL COFI: Prepare for Subject-Buneric file; use 

yellow Letterex. 


CABTIOlIt Do not type the distribution and identifying line on the 
original or on the courtesy and inf carnation copies. 
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